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JANIE JOBSEEKER 

T:123-456-7890   |  EMAIL@YOUREMAIL.COM   |   LINKEDIN LINK (IF APPLICABLE)/ WEBSITE

BUSINESS ANALYST 

Professional with experience in financial analysis,  vendor management, and develop business and financial reports for department. Work with business professionals to determine company pathways and key performance indicators.  Prepared to work in-person and remote.  

ACCOMPLISHMENTS
 Negotiated contracts with vendors to reduce budget by 25%
 Managed team of three customer service agents, and
 Developed company finance software for 6 clients and
	         
Skills:  Microsoft Word, Excel, PowerPoint, Project, Outlook, Project Management, Survey Monkey, SharePoint, Salesforce 

PROFESSIONAL TRAINING, CERTIFICATIONS, AFFILIATIONS
· Pro Center, Project Management Certification, Six-Sigma 2019
· Peace Center, Mediation Certification, 2018 
· Certified Financial Planner Certification, 2010
· Toastmasters Leader 2015-2019  
· Series 6, 63 and 7 licenses

EXPERIENCE
Need A Job Company – Chicago, IL – Sr. Customer Service Manager		                 4/16- Present
· Trained new financial service representatives and reduced representative errors by 87% by third quarter
· Lead team for sales goals and objectives, created sales presentations for management and traveled to  vendor sites
· Managed process and improvement goals for team and created quarterly reports to demonstrate 67% improvement
· Conducted needs analysis, 

Company 2 – City, State  – Customer Service Supervisor 	                         		      11/10 – 4/16
Wrote	
Subject Matter Expert for
Gathered

Company 3 – City, State - Position       	  M/YY-M/YY
Gave presentations for
Designed 
Formatted

Company 4 – City, State – Position                            				      		        M/YY-M/YY                              
Documented
Collected 
Analyzed

EDUCATION 
UNIVERSITY OF LIFE, Bachelor of Science, Life Studies, Chicago, IL,  M/YYYY
Internship: Company, Chicago, IL, M/YYYY to M/YYYY

GRADUATE SCHOOL UNIVERSITY, Degree, Major, City, State,  M/YYYY
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